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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Assign and Remove Proxy Users

This Job Aid shows how to:

e Assign a Proxy user
e Remove a Proxy user

Of Special Note:

If an approver will be unavailable to approve documents for an extended period, a Proxy user can be activated. This
Proxy user will be able to approve any document in place of the approver (across all applicable approval paths). The
Proxy will receive the same approval notifications as the original approver. Note: Proxies should only approve or
disapprove documents and not take other actions on behalf of the original user.

Screenshot Directions

COMMBUYS Step 1: Log in to COMMBUYS

1. Launch the COMMBUYS website by
entering the URL
(https://www.commbuys.com) in the
browser or by clicking the hyperlink
COMMBUYS.

2. Click the orange Sign In button in the upper
right hand corner.

Bout.

UNSPSC Look-Up Yool for Buyers and Vendors;
UNSPS 1

act ther COMMEUYS Help Desk at COMMEUTS@state
T Monday - Friday) at 1.888 6278283 or 617.720.3197.

Attention Vendors: 54 Newly posted bids - Week of

CrE T
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0 Step 2: Logging In
Welcome to COMMBUYS 1. Enter your Login ID and Password.
2. Click the Sign In button.
LoginID |
Password
Login Assistance
COMMELYS g

Step 3: Clicking the My Account Icon

1. When the Main Menu displays, click on the
. — e My Account @ icon on the top right of
F— the header bar.
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Step 4: Accessing Your Account
@ ® @ 1. Click on My Account from the dropdown
— | menu.
Basic Purchasing =
My Account
Logout
e Step 5: Editing Your Account
" . _ 1. Click on the Edit button.
y Informatigh Edit
e o s oo -t s
mw [ —
Exit
Cognright © 16 Pertscope boldergs. Inc. - Al Rights Resenved,
BN COMMEUYS g cosos [ s D2 @ Step 6: Clicking the Proxy User Dropdown
Arrow
@ My Information
=) _ 1. Click on the dropdown arrow next to the
= [ s Proxy User field.
ﬁ :eblulle‘:
ﬁ '.m"' { E
@ Michie Phors: i 1
@ Change Pasaword: Confinm Password:
Login Quesbon” -
E Longin At
Prowy User: (Mo Proxy) - Q
Current Password g
urrerd Orj; Operational Services Division = | Septemiber 1, 1364
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Step 7: Selecting and Activating a Proxy User

PTONY ser; DE p[a(EESS, TES[ v E Activate Pm)()u User

1. Select a proxy user from the drop down list
who is at the same level of authority in your
department.

Select Dashboard Report: v

User Mznuel Version: v 2. Click on the Activate Proxy User
checkbox.

[ Current Password: Plementercumntpasswurdmcunﬁrmuserpmﬁluhung:] 3. Enter your password in the Current
Password field in order to save changes to

your account Information.
Save & bxit Save & Continue Reset Cancel & Exit
4. Click on the Save and Exit button. The

Copyright © 2016 Perscope Hokdings, Inc - All Rights Reserved. proxy user is now established and can
approve documents that are sent to you for
approval.

NOTE: You must deactivate your proxy upon
returning to work. In COMMBUYS, follow Steps 1-6
and on Step 7, de-select the Activate Proxy User
checkbox.
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